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BRIEFING AND REFERRING OFFICIAL COMMUNICATIONS. 





1881. 


pram Creasury Mepartment, 


Secretary's Office, 








OFFICE OF THE SECRETARY, 
Washinglon, D®, E., May 26, 187. 


The following instructions for the information and guidance of all officials of this Department in 
regard to briefing and referring official communications are hereby promulgated in lieu of those issued 
January 6, 1873: 


Every letter, report, or other paper addressed to the Secretary or an Assistant Secretary of the Treasury, 
or intended to be placed on file, should show on the inside the name or title of the officer addressed, 
the date when written, and the signature of the writer; and be paged. 

Communications on letter paper should be folded in three (3) folds, and those on foolscap paper in 
four (4) folds, and briefed by the writer, or sender, on the first or upper fold as follows: 


I. The place where the communication was written, and the date. 

II. The name and official designation, if any, of the writer. 

Ill, A brief of the subject-matter, embracing everything of importance, particularly the names or 
firms mentioned. (See form on the back of these instructions.) 

At the top of the fold a space of an inch should be left blank, and the number of enclosures should 
be noted at the bottom. When communications occupy but half a sheet, a half sheet only should be used. 
The several officers of this Department will see that no papers are filed until briefed as above directed. 

In forwarding reports, accounts, certificates of deposit, and papers of a like character, no letters of 
transmittal should be sent, unless where an explanation or statement of facts which could not otherwise 
appear is actually necessary. 

Communications in reply to letters from the Department should show the initials on the upper left- 
hand corner of such letters. 

When communications are referred from an office, the reference should be made on the first fold if 
there be sufficient space; otherwise, on the following fold. Indorsements should not be made on separate 
pieces of paper and attached in any way, unless all the folds of a paper are full, and in that case the added 


paper should be securely attached in such manner as not to cover a previous indorsement or place where 
one might have been made, 


WILLIAM WINDOM, 
Secretary. 
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Washington, B. C., 


May 26, 1881. 








WILLIAM WINDOM, 
Secretary of the Treasury. 





Instructions relative to “briefing.” Let- 
ters must be indorsed on first fold, with 
place, date, name, title of writer, and 
synopsis. Brief to contain all important 
matter and names. Half sheets only to be 
used. An inch space at top to be left blank, 
number of enclosures at bottom. Initials to 
be given. References should be made on 
first fold when there is sufficient space. 
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Circular. 
Briefing and Referring Official Communications. 


1881. 
Department No. 60. 
Secretary’s Office. 


Treasury Department, 
Office of the Secretary, 
Washington, D.C., 
May 26, 1881 


The following instructions for the information and guidance of all officials of this 
Department in regard to briefing and referring official communications are hereby promulgated 
in lieu of those issued January 6, 1873: 


Every letter, report, or other paper addressed to the Secretary or an Assistant Secretary of 
the Treasury, or intendent to be placed on file, should show on the inside the name or title of the 
officer addressed, the date when written, and the signature of the writer; and be paged. 


Communications on letter paper should be folded in three (3) folds, and those on foolscap 
paper in four (4) folds, and briefed by the writer, or sender, on the first or upper fold as follows: 


I. The place where the communication was written, and the date. 
II. The name and official designation, if any, of the writer. 


Ill. A brief of the subject-matter, embracing everything of importance, particularly the 
names of firms mentioned. (See form on the back of these instructions.) 


At the top of the fold a space of an inch should be left blank, and the number of 
enclosures should be noted at the bottom. When communications occupy but half a sheet, a half 
sheet only should be used. The several officers of this Department will see that no papers are 
filed until briefed as above directed. 


In forwarding reports, accounts, certificates of deposit, and papers of a like character, no 
letters of transmittal should be sent, unless where an explanation or statement of facts which 
could not otherwise appear is actually necessary. 


Communications in reply to letters from the Department should show the initials on the 
upper left hand corner of such letters. 


When communications are referred from an office, the reference should be made on the 
first fold if there be sufficient space; otherwise, on the following fold. Endorsements should not 
be made on separate pieces of paper and attached in any way, unless all the folds of a paper are 
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full, and in that case the added paper should be securely attached in such manner as not to cover 
a previous indorsement or place where one might have been made. 


William Windom, 
Secretary. 


[Printed on back: ] 


Washington, D.C., 
May 26, 1881 


William Windom, 
Secretary of the Treasury. 


Instructions relative to “briefing”. Letters must be indorsed on first fold, with place, date, 
name, title of writer, and synopsis. Brief to contain all important matter and names. Half sheets 
only to be used. An inch space at top to be left blank, number of enclosures at bottom. Initials to 
be given. References should be made on first fold when there is sufficient space. 


